PeopleSoft Training:
Self Service
Learning and Development

Click on the Personal Data Management icon from any City of Fresno network
computer. From the PeopleSoft sign on screen, enter your UserIlD and
password. If you do not remember your log-in information, please call the
ISD help desk at X7100.
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From the main menu in PeopleSoft. . . click on Self Service and then
Learning and Development.
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There are nine modules in Learning and Development:

Training Summary (View a summary of your training)
Request Training Enrollment (Submit a request for enroliment in training)
Training Request Status (View the status of your requests)

Professional Training (Add or review information about your professional
training)
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Education (Add or review information about your education)
Honors and Awards (Add or review information about honors and awards)
Languages (Add or review information about languages you know)
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Licenses and Certificates (Add or review information about your licenses and
certificates)

9. Memberships (Add or review information about your memberships)
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The first icon under Learning and Development is:

Training Summary (View a summary of your training). Employees will be able to
see a list of their internal training courses as well as other professional

training courses completed outside the City of Fresno.
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The second icon under Learning and Development is:

Request Training Enrollment (Submit a request for enroliment in training).



Learning and Development:
Request Training Enrollment

New windaw | Help | Customize Pace | /&L

Request Training Enroliment
Melany L Felton

Please choose one afthe

T[S @ Trusted sites
- Inbox - Microsoft outlook | [ Mcrosa it PowerPoint - L. |[&) Reauest Training Enr... [«lv @O 1iasem

In Request Training Enrollment there are four ways to look for training
courses:

Search by Course Name
Search by Course Number
Search by Location
Search by Date
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The most common way to search is by Course Name. To proceed, click on
“Search by Course Name.”
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Enter a full or partial course name and click the “Search” button to get a list
of matching courses. Leave the course name blank to get a list of all courses,
then click on the “Search” button.
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In the Request Training Enroliment page, view the complete list of all courses
being offered at this time. Once you have located the course you would like
to enroll in, click on “View Available Sessions.”
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Click on a session nhumber to view session details or to request enroliment in
that session.
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After reviewing session details, click “continue.”
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Enter comments (optional) and click the “Submit” button at the bottom of the
page to complete your request for training.
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This page shows your transmittal (submit) was successful and proceed to the

next page by clicking on the “Ok” button.
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This is your Submit Request -Confirmation Page.... letting you know your
request for training was submitted successfully.
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The third icon on the Learning and Development page is:

Training Request Status (View the status of your training requests).
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This is the Training Request Status page. It allows you to see the last
process action taken on your request for training.

Click the “Training Enroliment” link for the request for training that you
would like to review.
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The next six icons are related to your personal PeopleSoft Profile. The icons
are:

—t
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Professional Training (Add or review information about your professional
training)

Education (Add or review information about your education)
Honors and Awards (Add or review information about your honors and awards)
Languages (Add or review information about languages you know)

Licenses and Certificates (Add or review information about your licenses and
certificates)

o s 0N

6. Memberships (Add or review information about your memberships)
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Here you can add or review your external (not City of Fresno) professional

training.
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Here you can add or review your education.
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Here you can add or review Honors and Awards.
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Here you can add or review information about Languages you know.
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Here you can add or review information about your Licenses and Certificates.
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— Honors and Awards

— Licenses and Learning and Development
Ceniificates

b Recruiting Activities
> Manager Seif Service

& worldarse Administration

© Benefits

© Organizational Development

> PeopleTools
OF Repons

M« Personalizations.
- 1w System Profie
|- b Dictiunan

[ 5 [@ Trustedsites
~Micra... «cHo®e

2103 P11

&1
Astart| = (i & > (- Inbox - Microsoft Outlook | |&] Microsoft PawerPoint - [... [[&7

Here you can review information about your Memberships.



PeopleSoft Training:
Manager Self Service
Learning and Development

Welcome to the Manager Self Service Module. This area is designed for those
employees in a supervisory or managerial role.

Click on the Personal Data Management icon from any City of Fresno network
computer. From the PeopleSoft sign on screen, enter your UserlD and
password. If you do not remember your log-in information, please call the
ISD help desk at X7100.
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Manager Self Service
Learning and Development

T T 8@ Trustedstes
|« D@D 3] 2izspm

From the main menu in PeopleSoft. . . Click on Manager Self Service and
then Learning and Development.

There are four modules in Learning and Development:

1. Training Summary (View employees’ training summary)

2. Request Training Enroliment (Submit a training enrollment request for
your employees)

3. Approve Training Request (Approve/deny submitted training enroliment
requests)

4. View Training Request Status (View the status of your staff’s training
enroliment requests)
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Learning and Development:
Training Summary

New windaw | Help | Customize Pace | /&L

Training Summary
Select Employee
Melany L Felton

summary, click on the employee's name. To find a specific emplovee.
ary

o
ee. To see an emplayes's direct reports, click on an arg chart icon

se
02/06/2008 5 Go
n

[T T[S0 Trustedstes
ng Summary - ... [« D @[3 2zem

Here is the Training Summary Page for your employees.

To access an employee’s training summary, click on the employee’s name. To
find a specific employee, click on the “Search for Employee” button. To see
the training summary of your employee’s direct reports, click on the
yellow/green org chart icon to the far right of that employee’s name.
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Manager Self Service
Learning and Development

[T T [ @ Trusted si
tion Page...

& =
A start| [ (G & > (- Inbox - Microsoft Outlook | [E] User Guide - Microsoft P... | & Microsoft PawerPaint - [... |« O @D[F] 3:29pm

The second icon under Manager Self Service/Learning and Development is:

Request Training Enrollment (Submit a request for enroliment in training for your
staff)



Training and Development:
Request Training Enrolliment

New windaw | Help | Customize Pace | /&L

Request Training Enroliment

Please choose one ofthe search methods below o find 3 course session

T T 8@ Trustedstes
|« D @O 3] zim0em

In Request Training Enrollment there are four ways to look for training
courses:

Search by Course Name
Search by Course Number
Search by Location
Search by Date

whnh -

The most common way to search is by Course Name. To proceed, click on
“Search by Course Name.”
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Training and Development:
Request Training Enrollment

File Edt View Favorites Tools Help | &

Q= -0 [ F

Address [&] netpsuirt E_MANAGER. TRN_REQUEST_LNK. GEL?NAYSTACK=ClearsFolderPath.

N D st g rates

New window | Help | Custamize Pace | &

Request Training Enroliment
Course Search

Entor a full or partial course name and click the Scarch buttan ta got a list of matehing courses. Loave
the course name blank to get a list of all courses

Course Name: Search

— Annrowe Trainina
Renuest
— View Tralning Reguest

Heturn 10 Hequest |raining

> Wworkiorce
- Benents
o Orqanizational Development
© Enterprise Learning

© Set Up HRMS

& invarkist

> Reparting Tools

|- v Dictionary

[&] pone [T T[S [@ Trusted sites
[Bistan] (@ @ [ irbox - rerosert outook | [ hcrosott Poverpaint . || 8 Resmuest Traimima Erems oowe

231 PM

In the Request Training Enroliment page, click on the “Search” button.
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Training and Development:
Request Training Enrolliment

rosoft Internet Espl

Request Tra:

T e S |

Qo - © - ¥ [B) D0 O et Pogrewantes

Address [&] https:fhrms.f E_MANAGER. TRN_REQUEST_LNK. GELNAYSTAC

ORACLE’
Search New windaw | Help | Custamize Page | /B
&
b My Favarites Request Training Enroliment

Course Search

Enler i full ur partial Cuurse name @nd click e Search bullon L get s istof malehing sourses. Leas e course naime Dk o gel s st orall sug

I mareh | ||

Course Nai

it
— Annrowe Trainina
Renuest
— View Tralning Reguest

- wWorkforce Administration The american LAMA) is an leader in

* Benents AMA- Webcast training and far teams and

b BI e Bls R entire organizations. These weheasts are ofiered at no-cost io deparments.

© Enterprise Leaming This twe hour seminar led by Gage Dungy or Shelline Bennet fram the law firm of

o Set Up HRMS Liebert Cassiay WhImore, Serves as a refesher of the Anl-Harassment and Ant-

o workiist D received by during New Employee [
> Reporting Tools A1 EE Anli Har ariu Anli Disy Orientation. Employees will engage in discussions on verbal, visual, physical and AHDOOT
- PoopleTools sexual harassnient; reporting and

o COF Reports retaliation. All employees are to aftend this fraining ne langer than every 3 years

[ sl Aspire to Supervise: This @-hour course, facilitated by Consultant Jane Yow, is

|~ M Sustem Brofila comprised ol three SessIONS. | he Irst, entitied "walk Awhile in My Shoes.”

|- v Dictionary

5 Siith a5 the AwRLAtiaNs and needs af new speNisArs The
enerations and Values in the Workplace,” fOCUSES on ISSUBs
D i e e e e . 1) GOS0 ey

Aspire to Superise

Effective Teams,” [OCUSES 0N ISSUES SUEh as team dynamics, graup narms, and
how to develop group growth
This two-hour warkshop is hased on Thomas Connellan's baok Inside the Magic

CS_The Disney iiay Kdpadom. ¢ \ceve t Succese Dlaney|= knownfor = awseome dediatent @) -pisner mj_l
<l ]
[@Tsane T T [ [ B @ tusedstes
istare| [ (G & > (- Irbox - Microsoft Outlack | |&] Micrasoft Pawerpaint - [... || &7 Request Trai |« oo

In the Request Training Enroliment page, view the complete list of all courses
being offered at this time. Once you have located the course you would like
to enroll in, click on the “View Available Sessions.”



Training and Development:
Request Training Enrolliment

3 Request Training Enrollment - Microsoft Internet Explorer. —1®] x|
Fle Edt View Favorkes Tools el | ar
Qo - © - [¥) [@) @ SO someh Sipravortes

Address [ pitps:in E_MANAGER TRN_REQLIEST_LINK.GBLINAYSTACK—Cloor SPORTALP ARAN_PTCHAY=HC_TRN REce] &

New windaw | Help | Custamize Pace | & =

Request Training Enrollment
w Available Sessions

AHDIDO1 Al EE Anti Har and Anti Disc

Click un = sessiun Nk in e G belu L vien sessiun delails ur L reguest enmlimentin he
— Annrowe Trainina
Renuest 02/1972009
— ¥lew Tralning Request Ses: Locan Duration (Howrs)  Open Seats  Waitlisted
oois Frosnu City Hall 2.0 o L

© Recruiting
L workiorce Agministration

© Benefits
> Compensation 032072009

© Graanizational Development Cacatl OberSEatG” Wallilsiea

© Enterprise Learnin et open Sems Maplsted
b Set Up HRMS: Fresno Gty Hall o

& vordist Frosno City Hall
> Reparting Tools
> PeopleTools

200 o

|- v Cictionary.

Lecati
Fresno City Hall

Open Seats  Waitlisted
200 o

[T T[S [0 Tustedstes

&
dstart] [ (@ @ > (o) Inbox - Microsoft Outlock | [&] Microsaft PowerPoint - [... |[&] Request Training Enr... |« D@D

233 PM

Click on a session nhumber to view session details or to request enroliment in
that session.



Training and Development:
Request Training Enrolliment

23 Request Tr. nent - Microsoft Internet Explorer 1= x|
Sl e o | ar

Q= -0 [ F %

pL ®n Te e
Address [&] hteps:/t E_MANAGER. TRN_REQUEST_LNK. GEL?NAYSTACK=Clear&PORTALPARAM_PTCNAY=HC_TRN_REC >

g Enr

New windaw | Help | Custamize Pace | & =

Request Training Enroliment
Session Detail

Click Continue to select smployess to be enrolled in this session

Course: AHDODT  All EE Anti Har and Anti Disc

0018

— Annrowe Trainina
Renuest
— View Tralning Reguest

Frasno City Hall

0241912009
& WWarkiorce Administration

- Benents 210,

> D L

© Enterprise Learning

> Set Up HRMS Prerequisttes: None

& invarkist
> Reparting Tools

Start Time  End Time

e feeasess Thursaay 02 arz009 2:00Pm 4:00PM
|- v Dictionary

¥ ifthis session is full, place the employees on the waiting list.
Continue

Return 1o Course Search

=

< [T T[S0 Trustedstes
[@istare] [ (@ @ > [ inbox - Mcrosort Outlook | [5] Merssoft Pawerpaint - [..._|[&) Request Training Enr «o®e

2155 PM

After reviewing session details, click “Continue” to select employees to be
enrolled in this session.



Training and Development:
Request Training Enrolliment

New windaw | Help | Customize Pace | /&L

est, click on the box in the select column nextto the employee’s
clic earch for an Employee. Employees that are not eligible for
id and cannot be selected

s of 21 9/2008

Melany L Felton has no direct reports eligible for this training session.

ame
Charan McKinley 08293 Al TraingPram

[T T[S0 Trustedstes
& Training Enr... [« D@D 2:57pm

On this page you will be able to select employees for training enrollment. To
add an employee to this training request, click on the box in the select
column next to the employee’s name. To find a specific employee, click on
Search for an Employee. Employees that are not eligible (as seen within this
example) for this course (e.g., are already enrolled or have already completed
the course) will appear in a lower grid and cannot be selected for enroliment
in that course.

32



Training and Development:
Request Training Enrolliment

23 Request Training Enrollment - Microsoft Internet Explorer

Fle b vew Favories Toos el \

Qo - © - ¥ [B) D0 O et Pogrewantes

Address [12] pitps:iirwme.t ©_MANAGER. TAN_REQUEST_LIK GBLYNAVSTACK=CloartFolderPath—PORTAL_RooT_osrecT.cx] £ 6o

ORACLE’
Search: New window | Help | Customize Page |
&
& My Favorites Request Training Enrollment
> Sen Senice 5 5 T
i e View Available Sessions
COSE Custorner Driven Serv Ees
itk unt o Sessiun number i e Ll U view SeSsiun details ur L reguest snlinentin e
Reguset 0413012009
— View Training Request Session Location Duration (Hour s Open Seats  Waitlisted
e o003 Frosnu ity Haill 20 25 o
- Benenis
© Organizational Development
* Enterprise Learning 0773072009
Fieh s Session  Location Duration (Howrs) ~ Open Seats  Waitlisted
i 0004 Fresno city Hall 20 25 o
& PooploToola
- GOF Reports
- 1 Personalizations 1012972009
|- 12 Systar Profile 5 5 .
|~ My Dictions Session  Location Duration (Hours) ~ Open Seats  Waitlisted
uus Fresna City Hall P} P u

Return to Course Search

- B @ Tsedses
[Bistan] (@ @ [ irbox - trosert outook | [ hcrosott Poverpaint e || 8 Resest Traimima Eres [ IO @O ] zissrm

Since the manager’s staff member was ineligible for that last training, the
manager proceeds with another class option. Click on a session nhumber to
view session details or to request enroliment in that session.



Training and Development:
Request Training Enrollment

File Edt View Favorites Tools Help | &

Q= -0 [ F

Address [&] netpsuirt E_MANAGER. TRN_REQUEST_LNK. GEL?NAYSTACK=ClearsFolderPath.

N D st g rates

New windaw | Help | Custamize Pace | & =

Request Training Enroliment
Session Detail

Click Continue to select smployess to be enrolled in this session

Course: CDSE  Customer Driven Serv Ees

0003

— Annrowe Trainina
Renuest
— View Tralning Reguest

Frasno City Hall

0413012009
> workforce Administration

- Benents 210,

> D L

© Enterprise Learning

> Set Up HRMS Prerequisttes: None

& invarkist
> Reparting Tools

Start Time  End Time

e feeasess Thursaay D4r30M2009 2:00Pm 4:00PM
|- v Dictionary

¥ ifthis session is full, place the employees on the waiting list.
Continue

Return 1o Course Search

=

[&] pone [T T[S [@ Trusted sites
[Bistan] (@ @ [ irbox - rerosert outook | [ hcrosott Poverpaint . || 8 Resmuest Traimima Erems oowe

3100 P11

Click “Continue” to select employees to be enrolled in this session.



Training and Development:
Request Training Enrolliment

New windaw | Help | Customize Pace | /&L

est, click on the box in the select column nextto the employee’s
earch for an Employee. Employees that are not eligible for

[T T[S [0 Tustedstes
& Training Enr... [« o D@D 3104 pm

On this page you will be able to select employees for training enrollment. To
add an employee to this training request, click on the box in the select
column next to the employee’s name. To find a specific employee, click on
Search for an Employee. Employees that are not eligible for this course (e.g.,
are already enrolled or have already completed the course) will appear in a
lower grid and cannot be selected for enroliment in that course.
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Training and Development:
Request Training Enrolliment

o) Submit Request

Enter camments (optional and click the Submit button atthe bottom of the page to camplete your request
cDsE Custamer Driven Serv Ees
00032

Fresno City Hall

Submit
I
[&] pone [T T[S [@ Trusted sites
istart] [ [ @ > [ inbox - Mcrosort ook | [5] Merossft Pawerpaint - Ble—e [« OWDE] sosen

Enter comments (optional) and click the “Submit” button at the bottom of the
page to complete your request. As a supervisor/manager requesting training
on behalf of their employees, this request for approval will be sent to
whomever that supervisor/manager reports to.



Training and Development:
Request Training Enrolliment

23 Request Training Enrollment - Microsoft Internet Explorer

18]

File Edt View Favorites Tools Help

| 2

Qo - © - ¥ [B) D0 O et Pogrewantes

b My Favarites Request Training Enrollment
o oel e Submit Confirmation

LT

Annrove Training
Renuest
— View Tralning Reguest

& WWarkiorce Administration
- Benents

o Orqanizational Development
© Enterprise Learning

© Set Up HRMS

& invarkist

> Reparting Tools

|- v Dictionary

«l |

Mew window | Help | Customize Page | .|

Address [&] https:/ F E_MANAGER. TRN_REQUEST_LNK. GEL?NAYSTACK=Clear&PORTALPARAM_PTCNAY=HC_TRN_REC > o
oORACLE"
®

- -

jrs|

[ET5ane i
istare| [ (@ & > (- Irbox - Microsoft Outlack | [&] Micrasaft PawerPaint - [... || &7 Request Training Enr...

[ [@ Trostea s
|« 2 D@®D[3] sospm

This page shows your transmittal (submit) was successful. Proceed to next

page by clicking on the yellow “Ok” button.

37



Training and Development:
Request Training Enrolliment

2l Request Training Enrollment - Microsoft Internet Explorer —1=1 x|
B B en P ok e | a
Qs - () - [x] [E] (B D searcn /¢ ravontes

Address [&] E_MANAGER  TRN_REQUEST_L NK.GBELPNAYSTACK=Clear 8PORTALP AR AM_PTCNA'

Search: Mew window | Help | Customize Page | /&, =

0> My Favorites

Submit Request - Confirmation

our request was submitted

Course: CDSE Customer Driven Serv Ees
~ Anmenve Training. Session 0003
Request
— vlew Tralning Request Locatiol Fresno City Hail
- Warkforce Administration Course Start Date: 04/30/2008 e 2:00PM
© Benents
[ Organizational Development Duration (Hoursy: 2.0
C- Enterprise Learning
O Set Up HRMS Language:
- Worklist

- Reporting Toals

> COF Re Ll

— hiy Dictionary

Process Detail
Name

Kole Name Process Action Process Action Date
* Melany L Felton Originator Subrmit 02/06/2009
Terry Rand manager

somments

&) pone T T & @ Trusted sites
@start] £ @ @ * i inbox - Mcrosoét Sulook_| [] Merosoft rowerpoint - [.._|[E) Request Traming Ere [« e D@D s0som

This is your Submit Request -Confirmation Page.... letting you know your
request was submitted successfully.



Training and Development:
Approve Training Request

=3 Approve Tra rosoft Internet Euplorer —1®] x|
Sele R e o | ar
Qm - © -

address [&] netps:it E_MANAGER. TRN_REQUEST_APL, GEL7NAYSTACK=Clear&P ORTALPARAM_PTCNAY=HC_TRN_RECx]

g Request

N D st g rates

New windaw | Help | Customize Pace | /&L

Approve Tr o Request

Ihe hyperinks below INdicate groups ot which reguire your In an approval process
Click on a hyporlink to 5o dotails aboutwhat noeds to be approved for cach cmployes contained in the group

Development

— Reguest Training

Errul Training Enoliment 43
Submitted By:  Gharan D McKinley 020132/2009

= Vlew Tralning Reguest

R e Emplip Name Job Tale LostProcess | agt processed By
> Danoms

T e —
F R

© Seiun rirs

* warkist

© Renaring Tools

08293 Charon D MeKinley Ma Il Submit Charon D McKinley

|- v Dictionary Mananer Self Service
Leaming and Development

< [T T[S [0 Tustedstes
[@istare] [ (@ @ > [ inbox - Merosort Outlook | [5] Marssoft Pawerpaint - ... |[&] Appreve Training Rea- [« e D

12:48 P11

On this page you will be see training requests submitted by your employees.
To proceed, click on the “Training Enroliment” link.
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Training and Development:
Approve Training Request

23 Approve Trai crosoft Internet Explorer —1®] x|
e e | &
Qo - © - =] @) P0 D memtn Prravones

ek [

ing Request

New windaw | Help | Custamize Pace | & =
&
Approve Transaction
For each emplayee helaw, apprave or deny the proposed information. You may alse enter optional camments

e about each approval choice. When you are finished. click the Save button at the bottam of the paoe

— Training Summary

— Reauest Training

Erruiionl Course: T™T Time Mgt Training
sesston: o000z

B Location: Fresna City Hall
& wWorkfarce Administration Course Start Date: 05/08/2009 Start Time a:004m
1 Benents
0 Organizational Development Duration (Hoursk: 2.0
i Enterprise Learning
b St Up HRMS Languago:
& wrarkiist
| (i e The following transactions require approwval. L

coploToo!
I COF Reports
|- i Personalizations
| My System Profile Charon McKinley
|- My Dictionary

EmpiD: 08239
=

= I=Selecta Comment. from the look up romat._.>

Q
&1 Dene [Microsoft PowerPoint - [Peopleseft L G Tranngl} [T T[S [0 Trustedstes
@start] [ (G @ > (o) Inbox - Microsoft Outlock | [&] Microsoft PowerPoint - L... || £ Approve Training Req... =T To)

12:51 P11

On this page, you can either choose to Approve or Deny the training request.
To approve this request for training, choose “approve” and then click on
“save” at the bottom of the page.



Training and Development:
Approve Training Request

New window | Help | Customize Pace

Approve Transaction

rareach emi bielow, approve or deny the proposed infarmation. You may alse enter optional camments
aliout each approval choice. Wihen you are finished, click the Save button at the bottorn of the page.

Fresna City Hall
0s/08/2008 Start Time a:00aw  End Time 11:00aM
wsk: 2.0

EmpliD: 03299

=
. [=Select a Gomment. fram the Inok un aromat._> Q I
[@Tsane [T [ [B@ tustedstes
Astart| [ (i & > (- Inbox - Microsoft outlook | [ Microsof ft PowerPoint - L... || ] approve T g Req... |« @@ D[] 12:52Pm

You can also deny the training request by selecting “deny” and then hitting
“save” at the bottom of the page.

Beneath the approve/deny drop-down screen is a list of comments that can
be selected and included along with the decision to approve/deny. To access
that feature, click on the magnifying glass to the right of the “Select a
Comment from the look-up prompt” box.
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Training and Development:
Approve Training Request

osoft Internet Explorer

File Edt View Favorites Tools Help | &

Qo - © - X B To Do

Address [&] heos:t E_MANAGER. TRN_REQUEST_APL.GEL?NAYSTACK=ClearsPORTALPARAM_PTCNA!

RN_RECY. &

Search: New window | Help | Customize Paae | /8
®

- My Favorites Request Training Enroliment

|-~ Manager Self Service Save Confirmation

Development v
- The Save was successful

Lex]

Training Summary
— Reguest Training

= lnind Reguest

Status
& WWarkiorce Administration

- Benents

o Orqanizational Development
© Enterprise Learning

© Set Up HRMS

& invarkist

> Reparting Tools

|- v Dictionary

a | -
[&] pone I [ [ |5 @ Trusted sites.

Astart| = (i & > (- Inbox - Microsoft Outlook | [&F] Microsoft PawerPoint - [... |[£7 approve Training Re: |« i @) 12580

This shows that the request for training was successfully received. Click on
“ok” to continue.



Trainin

3 Approve Tr

File Edt View Favorites Tools

g Request

rosoft Internet Explorer

g and Development:

Approve Training Request

Help

Q= -0 [ F

0 ) Search 5 Favorites

nabess [ e

E_MANAGER. TRN_REQUEST_APL . GBLTNAVSTACK=Clear&PORTALPARAM_PTCNAY=HC_TRN_REC Y]

Development

Training Summary
— Reguest Training
Errul

= Vlew Tralning Reguest

& WWarkiorce Administration
- Benents

o Orqanizational Development
© Enterprise Learning

© Set Up HRMS

& invarkist

> Reparting Tools

|- v Dictionary

New windaw | Help | Custamize Pace | & =

Approve Request - Confirmation

Your approval selection has been saved 1o The aatanase

Course: T™T Tirme Mot Training
Sessi 0002
Location: Fresno City Hall
Cowrse Start Date: 05/08/2009 Start Time a:004M
Duration (Hours): 2.0
Language:
Charon Mcki
Er 08209
Comment:
e Role Name Process Acti
Charon D Mckinley  Originatar Submit
Mty L Feilun Man=gsn Apprune 02r13r2009

[

[@oere

[T T[S [0 Trustedstes

istare| [ (G & > (- Irbox - Micrasoft Outlack | |&] Micrasoft PawerPaint - [... || &7 Approve Training Req... [BR=]

@ 12570

This page shows the supervisor/manager that (in this example) the
employee’s request for training was approved.
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Training and Development: View
Training Request Status

Fle Edt Vew Favories Toos el | &
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Training Request Status List

Ine hyperlinks below INdicate groups 1or WhICh you are a ParicIpant In the approval process. Click on a
hyperiinkta coe details aboutthe ctatus of cach transaction contained inthe group
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© Set Up HRMS
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Last Process
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[&] pone [T [5 [@ Trusted sites
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The hyperlinks indicate training requests from your staff. Click on a
hyperlink to see details about the status of each request.



Questions?

[0 Melany Felton, HR Manager, 621-6934
O Charon Mckinley, MAII, 621-6958
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